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needs to complete a background 

check? 
 

CHILD CARE: 

 
ALL child care personnel working 5 or more hours in a week, or more than one hour per day.  
Child care personnel, whether professional or non-professional, paid or volunteer, who are 
engaged in the program, include the following: 
 
• center director/site director/family child care provider/applicant; 

• all professionals or other individuals who work with children in the program, and/or who have authority over the operations 
of the program; and  

• all household members who are acting as family child care workers and assistants, or who reside in the home of an applicant 
for licensure as a program, when the program is located in that home. 

 

RESIDENTIAL: 

 

ALL direct care and program staff who are in the presence of residents for more than 5 hours per 
week.  Program staff, both professional and non-professional, including direct care staff, who are 
responsible for the supervision, care, or treatment of residents, include: 
 

• program director/applicant; 

• all professional or other individuals who work with children in the program; and 

• all household members who reside in the residential child care program other than child care personnel or children admitted 
to the residential child care program. 
 



CENTER BASED PROGRAMS:  FAMILY BASED PROGRAMS: 
~  Infant/Toddler Program             ~  Family Child Care 

~  Preschool Program              ~  Family Group Child Care 

~  Group Child Care Center             ~  Night Care Program 

~  School Age Program 

~  Night Care Program 

 

 

 

are the different types of background checks? 

                        does one need to be completed? 

State of NH background check ONLY 
 

• Upon hire or of becoming a household member at any licensed child care IF fingerprints were done in the previous three 

years; and 

• Every three years at renewal of the program license. 

 

Exception: State background checks and H&P submissions are not required at renewal if they were completed during the 12 months 

preceding the license expiration. (This is NOT a provision in residential programs. They MUST submit state background checks and 

H&Ps for all staff at renewal.) 

 

State of NH background check w/FBI fingerprints 
 

• Upon hire or of becoming a household member at any licensed child care; 

• New applicants for licensure. 

 

Exception: 

Fingerprints completed in the last three years, while working in another licensed child care program, do not need to be done upon hire at a 

new licensed program.   



 do I obtain the Child Care 

Licensing release forms? 

The two Criminal History Record Information Authorization forms, as well as the Household and 

Personnel Forms are located on the Child Care Licensing web page.  Enter the following URL into your 

web browser, and press enter. 

http://www.dhhs.nh.gov/oos/cclu/index.htm 
 

 

 

 

~ Program Information 

        ~Fingerprinting 

http://www.dhhs.nh.gov/oos/cclu/index.htm
http://www.dhhs.nh.gov/oos/cclu/index.htm


Fingerprint/State Background 
Check Form - CCLU1 

State Background Check ONLY  
Form – CCLU2 



  What is it: This form indicates to Child Care licensing staff that you have hired 

  new staff, any new members to your household for family child care and/or who  

  your current staff are at licensing renewal. 
 

What does it do: It triggers CCLU to check the DCYF Central Registry for abuse and neglect findings, 
and the National Sex Offender Registry. It also tells CCLU that they should be expecting background 
check results from State Police. 
 
What happens next: We return this form to you once all checks are completed.  If you do not send an 
H&P, as required, you will not be notified that background checks have been completed and will have no 
record of such on file for the Department to review during a licensing visit. 
 
How do I know what dates to put in the State & FBI columns on the H&P? New staff should know 
the date they had their fingerprints run if completed in the last three years.  If they are unsure CALL 
CCLU at 271-9025 and we’ll let you know. That date needs to be indicated on the form along with the 
date you mailed your state background check form and payment to state police. 
 
In some cases these dates are the same and in some cases they are different.  The date the state 
background check was mailed to state police should always be the same day that you mail the H&P to 
CCLU, as they should be completed simultaneously. 
 

 
You SHOULD NOT submit an H&P for anyone who does not require a complete 
background check (all those working or volunteering less than 5 hours a week). 
 

 
 

Household and Personnel Form (H&P) 
 



Things individuals should know when getting their fingerprints done: 

 
Afterschool programs are child care programs.  While after school programs may operate in a 

school, with school children and with the staff who may also work in the school as school 

personnel, the afterschool program is CHILD CARE.  Therefore, if individuals undergo an FBI 

background check, and inform the fingerprint staff that they work “at a school” the wrong 

background check may be completed.  Results of background checks for schools are released to the 

individual SAU’s ONLY, and not the Department of Health and Human Services.  If this occurs the 

entire process of completing State of NH and FBI background checks will need to be completed 

again and all fees paid again, as the results cannot be shared between DOE and DHHS, per RSA 

170-E:7 I. 

 

YES you have to complete fingerprints the State of NH and FBI background check again even if 

you have had them done for other employment positions, such as the school, merchant marines, 

army, nurse, etc. 

 

NO you DO NOT need to complete them again if they were done in the last three years to become 

a foster parent or a legally, licensed exempt child care provider.  In those cases you would only be 

required to complete a state background. 

 

I’m a teacher. I 
work in child 
care. 



RESIDENTIAL PROGRAMS: 
~  Group Homes 

~  Child Care Institutions 

~  Independent Living Homes 

~  Homeless Youth Shelters 

 

All new hires must complete and sign a sworn statement declaring they have no 

criminal convictions that would pose a threat to the health and safety of children. 

This statement is to be maintained on file at your program, do not send it to CCLU. 

 

State of NH background checks must be completed for all staff: 

• upon hire or of becoming a household member IF fingerprints 

        were done in the previous three years; and 

• at renewal of the program license. 

 

FBI background checks must be completed for: 

• all staff upon hire or of becoming a household member; 

• all staff at renewal IF not done yet; and 

• new applicants for licensure. 

 

Exception: 

Fingerprints completed in the last three years, while working in another licensed 

child care or residential program, do not need to be done upon hire at a new licensed 

program. 
 



Criminal Convictions 

 

We recommend programs complete their own state background checks for new employees as we cannot share 

criminal history results, we can only inform a program as to our determination as to whether or not the staff pose 

a risk to children at the time in which the background check was completed. 
 

When an individual has a criminal history record a supervisor determines if an investigation of the 

circumstances around the conviction is warranted.  This requires a request of court documents from the local 

courts.  This process can take approximately 4 weeks depending on the courts availability. Once records are 

received the supervisor determines if additional information is needed from the individual, such as proof that 

any court ordered training, probation, restitution, etc. has been completed, as well as character references and 

evidence to show the individual does not pose a risk to the health and safety of children, a request is sent to the 

individual with a deadline as to when the documentation must be received in CCLU. 
 

After CCLU receives and reviews the documentation, a final determination is made and the individual and 

program is notified of that determination. 

The more accurately that background checks are done, the quicker 

you receive results from CCLU.   

•  Correct form used & submitted to Dept. of Safety, Criminal 

    Records Unit with the correct amount for processing; 

•  Correct  background check completed; and 

•  H&P submitted to CCLU. 

2014 Results 
 

Total # of Convictions: 480 

# of SimpleAssault convictions: 70 

# of Individuals Excluded from working in a child care 

program: 6 



• This recent 2014 case shows another danger that can exist, that child 

care agencies need to be cautious of when hiring workers. 

 

• Even if the applicant is not a direct danger to children, theft, 

embezzlement, and other financial crimes may pose a risk to the 

welfare of the child care agency as a whole.  



How Do I Start the Background 

Check Process? 
• Complete a Child Care 

Licensing Form 

– Complete Sections I and II 

• Section II must be 

completed for release to 

the DHHS Child Care 

Licensing Unit.  This 

section should not be 

made out to the applicant, 

or to their specific agency. 

– Notarize Form 

• Section II must be signed 

in front of a notary, granting 

your permission for the 

DHHS Child Care 

Licensing Unit to receive 

your Criminal Record.  The 

notary must sign and seal 

the form. 



• Submitting by Mail 
– The completed Criminal 

Record Release Authorization 

Form must be sent to the NH 

State Police Criminal 

Records Unit, along with: 

• A payment of $22.25, paid by: 

– Check 

– Money Order 

– Prepaid Account 

 

 

• A fingerprint card, completed 

with the applicant’s complete 

demographic  information. 

• Submitting in Person 
– The completed Criminal 

Record Release Authorization 

Form must be brought to a 

NHSP Livescan Location, 

along with: 

• A payment of $22.25, paid by:  

– Credit Card (American Express, 

Visa, or MasterCard) 

– Cash 

– Check 

– Money Order 

– Prepaid Account 

• One form of official photo ID, 

such as a valid driver’s license 

or valid passport. 

 

What’s Next? 

Keep in mind, that the applicant will not receive this information or any 

of their forms back.  Everything will be sent directly to the DHHS. 

In some cases, only a NH State check may be required, for which the 

fee is $7.50. 



NH & FBI CHRI Check 

New  Hampshire  Department  of  Safety 

DIVISION OF STATE POLICE 
Central Repository for Criminal Records 
33 Hazen  Drive,  Concord,  NH   03305 

 
 
 
 

SECTION I 
PLEASE TYPE OR PRINT CLEARLY, ALL INFORMATION IN THIS SECTION MUST BE COMPLETED 

 

NAME_______________________________________________________________________ 
LAST   (MAIDEN / ALIAS)   FIRST    MI 

 

ADDRESS_____________________________________________________________________ 
STREET   CITY    STATE ZIP CODE 

 

DATE OF BIRTH_______________ HAIR COLOR_______ EYE COLOR_______ SEX________ 
 
DRIVER LICENSE NUMBER________________________________STATE_________________ 

 
        My below signature certifies that I am the individual listed above and that the information provided is true. 
 

YOUR SIGNATURE:___________________________________________ DATE_____________ 
Signed under penalty of unsworn falsification pursuant to RSA 641:3. 

 
 

 

 
SECTION II 

IF RECORD IS TO BE MAILED  TO YOU, OR  RECEIVED BY SOMEONE OTHER THAN YOURSELF, 

ALL OF SECTION II MUST BE COMPLETED 
 

I hereby authorize the release of my criminal record conviction(s), if any, to the following individual: 

 

NAME OF PERSON / FIRM TO RECEIVE RECORD 
 

ADDRESS______________________________________________________________________ 
   STREET            CITY  STATE             ZIP CODE 
 

YOUR SIGNATURE______________________________________________DATE___________  
 
NOTARY’S SIGNATURE_______________________________________ DATE______________ 
      (AffixSeal)                   (Comm Exp.) 

 
________________________________________________________DATE_________________
SIGNATURE OF PERSON / FIRM TO RECEIVE RECORD 
 

NOTE:  A $25.00 fee is required for each request -  make checks payable to: State of NH – Criminal 
Records 

 

 

CRIMINAL RECORD RELEASE AUTHORIZATION FORM 

DHHS Child Care 

Licensing Unit 

129 Pleasant St. 

Concord, NH  03301 

New Hampshire State 
Police 

Criminal Records Unit 

33 Hazen Drive 

Concord, NH  03305 

Criminal Record 

Release Authorization 

Form is completed 

MAIL 

Fingerprints are taken 

at Police Department 

Form and fingerprints 

are sent to NHSP 

Criminal Records with 

payment 

 

IN
 P

E
R

S
O

N
 

Form and payment are 

processed at NHSP 

Livescan site 

Fingerprints 

are taken at 

Livescan site 

Fingerprint results 

and NH Criminal 

History results are 

matched  

Both results are sent 

to the DHHS Child 

Care Licensing Unit 

Fingerprints 

are sent to 

FBI 

 

FBI 



Livescan vs. Ink Prints 

• Livescan (at NHSP Sites) 

– Easy 
• Livescans produce clearer 

images, and are easier to 

take and correct.  Prints are 

transferred electronically, 

and are cleaner, as there is 

no actual ink. 

– Cost Effective 
• All fees are collected by 

NHSP at the time of the 

Livescan, so there are no 

additional processing fees. 

– Efficient 
• Everything is collected 

together; NHSP does not 

have to wait for the prints or 

payment to be sent from 

another agency.  Prints can 

be sent and results returned 

much faster. 

 

• Ink Prints 

– Difficult 
• Ink prints are harder to take, 

and are prone to smudging 

or distortion.  Mistakes are 

difficult to correct.  The FBI 

rejection rate is higher. 

– Expensive 
• Police Departments or other 

agencies may collect their 

own processing fees, costing 

the applicant more money, 

sometimes upwards of $50. 

– Inefficient 
• Oftentimes, Police 

Departments will wait for 

several submissions before 

sending payment to NHSP, 

resulting in long wait times 

for print results. 



Livescan Locations 

• The NHSP Criminal Records Unit maintains 

six Livescan Sites 

– Concord HQ 

– Manchester DMV 

– Dover Point DMV 

– Troop C – Keene 

– Troop E – Tamworth 

– Troop F – Twin Mountain 
 

 





TENPRINT CARD 
• Ink cards must be filled out with 

all pertinent information 

before sending to NHSP 

Criminal Records 

• This includes: 
– Full Name 

– Full Date of Birth 

– State or Country of Birth 

– Country of Citizenship 

– Sex 

– Race 

– Height 

– Weight 

– Eye and Hair Colors 

– Residence of Applicant 

– Address of Child Care Agency 

– Reason (RSA 170-E:7 II) 

– Signatures from Applicant and 

Official Taking Prints 



How Long Does This Take? 

Five to Seven Business Days 
•Assuming there are no delays 

Possible Delays Include: 

• Incorrectly completed forms 

• Poorly taken fingerprints 

• Missing payments 

• Waiting for results 

• Rejections 

 



Rejections 

This notice is attached to forms that 

cannot be processed 

 

• Reasons Include: 

 

– Fee Issues or Missing Payments 

– Fingerprint Card Rejections 

– Missing or Incorrect State Form 

– Missing Notarization 

– Missing Signatures 

– Altered or Photocopied Documents 



Fingerprint Rejections 
Fingerprint Rejection Notice 

is attached to fingerprint  

results that have been 

rejected by the FBI 

 

• This form makes note of how 

many times the applicant’s 

prints have been rejected.  

Third submissions are charged 

the FBI fee of $14.75. 

If an applicant’s prints are rejected twice, they have the option of 

obtaining a “Letter of Good Standing” 

• This is a letter from the applicant’s local Police Department, stating that they have had no 

negative contact with the Police 

• This letter must account for the last five years of the applicant’s residency.   Letters may be 

obtained from multiple police departments if necessary. 



Rejected Fingerprint Card 
• A rejected ink card will be 

stamped with “Fingerprints 

Rejected By The FBI” 

 

• Prints may be rejected because 

the prints are: 

– Too Dark 

– Too Light 

– Smudged or Smeared 

– Distorted 

– Worn 

– Unreadable 

 

• Missing, amputated, or 

bandaged digits with no 

explanation will also result in 

rejection. 

Fingerprint resubmissions should be returned within 14 days of rejection notice. 



2014 Statistics 

 

 192,608 Background Check Requests 

were received and processed by NHSP 

Criminal Records 

 

 7,269 requests were for Applicants to 

Licensed Child Care Agencies 

–  Approximately 4% of the total received 



A CHRI CHECK IS ONLY A PIECE 

OF THE LICENSING PUZZLE 



Don’t Let Your Child Care Agency be 

the Next Headline… 



QUESTIONS? 

 

 

NH Department of Health & Human Services 

Child Care Licensing Unit 

129 Pleasant Street 

Concord, NH  03301 

(603) 271-9025 

http://www.google.com/url?sa=i&rct=j&q=&esrc=s&frm=1&source=images&cd=&cad=rja&uact=8&ved=0CAcQjRw&url=http://wolberts.com/questions-about-monsanto-or-roundup/&ei=t0AMVbrJJIjEggT8uIP4Aw&bvm=bv.88528373,d.eXY&psig=AFQjCNHppskG4QuDTuC7PtcefaDTFMRZvw&ust=1426952736853720

